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Maybe later …

	 

	You double-check your smartphone: 10:30 p.m.? No way! Another day flew by and you didn’t do anything for your online studies. And there’s plenty to do: read the study booklet, watch lecture videos, complete exercises, revise flashcards, work on your term paper, and so on. It just didn’t work out today. Surely, you’ll find some time somewhere in the next few days to study for your next exam. Maybe tomorrow, or the day after tomorrow. Or some – other – time.

	 

	But the time to say, “I’ll do it tomorrow” will run out soon. At some point, it will be too late. If you don’t keep up with your studies regularly, so much work will pile up that you won’t be able to catch up anymore. What should have been fun, and what you chose to enrich your life will become torture. The joy that your online studies initially sparked in you will turn into stress and pressure to perform – the continuing education that started out as an opportunity morphed into a burdensome drag.

	 

	How did you reach this point?

	 

	Well, most people who decide to pursue online studies or further education alongside their career do so for good reasons: they want to learn something new and improve their career prospects. Studying online is the perfect solution for this because it can be done alongside your job, regardless of time and place. The only problem is that you are on your own when it comes to integrating your online studies into your everyday life. An online university may provide you with the content, but what you do with it is totally up to you. You get the lectures, study notes, and exercise materials. It’s just – how are you supposed to work through all of that when you also have to take care of your job, relationships, family, friendships, hobbies, and other commitments? How is that supposed to work?

	 

	The truth is: no one will hold your hand, spoon-feed you, and plan your online course for you in a way that fits into your life as easily as possible. No lecturer will explain to you how to structure your personal schedule so that you have enough time left over for studying. No professor will show you how to motivate yourself to do an extra session at your desk with your study materials after a stressful day at work.

	 

	If you want your further education to be a success, you have to take control of it yourself. You have to organize your studies independently and manage them intentionally. It’s not enough to read for half an hour once a month and cram in a few key points shortly before showdown. You have to manage your online study program skillfully and balance it with the other areas of your life. Then you’ll actually be able to keep track of all your challenges, manage your time wisely, and remain happy in the long term.

	 

	In short: successful online studies require proper organization, smart time management, and sustained motivation.

	 

	For that you need a unique strategy, a smart plan, and the right technique. The reward is an online study program that fits you and your circumstances like a glove. Passing exams, outstanding grades, and a solid academic qualification will then be the natural next steps. And you won’t have to ruin your health, neglect your loved ones, or kiss your free time goodbye. You can have all of this if you approach “Project Online Studies” professionally. From now on, don’t leave anything to chance, but take control of investing in your future self.

	 

	The era of “Maybe later...” is over. It’s game time for commitment, confidence, and crushing it.


Crushing your online studies

	 

	In this book, you’ll discover how to seamlessly integrate your online studies into your life, achieve ambitious academic goals, and still maintain a work-life(-study) balance. What lies ahead isn’t just another one-size-fits-all study guide filled with recycled “learning hacks.” When it comes to organizing your online studies sustainably and tailoring them to your personal needs, cheap tricks won’t cut it. Most of them don’t work anyway – and what you really need is a long-term strategy that won’t leave you burned out after a few weeks. This book offers the perfect roadmap.

	 

	It is a collection of the most effective techniques for managing your time better and structuring your daily routine so that you can learn productively and with focus. You will also learn how to get through difficult phases, motivate yourself in any situation, and keep going until you’ve nailed it. We have compiled a total of 28 methods that you can use to immediately improve the organization of your online studies while achieving positive effects on your life that will last beyond your studies. We found the best-known and most effective techniques currently available for you. Some of them are among the basics of self- and project management; others are so modern that they draw on the results of behavioral research, giving you a methodological knowledge advantage.

	 

	However, we don’t just give you theory: we have developed simple step-by-step instructions for each technique and supplemented them with real-life examples of what that could look like in everyday study life. This guarantees that you will be able to put them into practice. You can read about the individual strategies in a short time, follow the corresponding instructions, and you’re done. No effort, no struggle, and no time-consuming follow-up work. That’s how you crush your online studies!

	 

	But why should you believe us? Because we know what we’re talking about. Firstly, let’s introduce Markus Jung. Markus has built up the largest German-speaking community for studying online, or distance learning, at fernstudium-infos.de. He has written countless articles on studying, works closely with various universities, and advises students on questions or problems. What’s more, he himself completed a degree and several continuing education courses alongside his former job, his freelance work, and his role as a family man. Markus knows studying online remotely like the back of his hand, and he is living proof that these kinds of studies can find its place even in a busy life.

	 

	The other expert on hand is Tim Reichel. Tim has been working as a student advisor at a German elite university for over ten years. He is also a scientist, author, and serial entrepreneur. With his books and his platform, studienscheiss.de, he helps millions of students become – and remain – happy and successful. During his workshops, he focuses in particular on the topics of time management and self-organization. From classic productivity techniques to modern anti-stress methods, he knows all the mental tools that are important in today’s world for achieving peak performance.

	 

	We teamed up and wrote a book about studying in a setting away from the usual mode of attending the course in person: How to Study Online. In it, we share our knowledge and give you a modern practical guide that will help you successfully complete your continuing education. It doesn’t matter whether you’re studying business administration, engineering, psychology, social work, computer science, or law. Whether you have been enrolled for a long time, or have just started your online study program, the strategies and techniques in this book will help you work better, smarter, and with less stress than ever before – both when dealing with acute problems (if things aren’t going well right now) and future challenges that go beyond your online study program.


How this book will help you

	 

	In principle, anyone can crush their online studies. Being able to complete an online course is not about having the talent or the brains for it. Nope, the vital factors that matter are self-organization, diligence, and perseverance. Fortunately, you can learn these key skills. The only difficulty is that the more unique your everyday life is, the more independent and responsible you have to be in organizing it. And the more freedom you want in one area, the more disciplined and consistent you have to be in another. If you’ve been lacking the right strategies or tools to do this, this book is just the thing for you.

	 

	Together, we will take your online studies to the next level and adapt your daily routine so that you can study successfully and relaxed alongside your other commitments: with top grades, within your desired timeframe, while keeping your enthusiasm for the subject. You will learn how to use your time more productively, stay focused, and thereby significantly improve your academic performance. The goal is not to schedule your entire life and sacrifice every free minute for your online study program. Our approach is different: plan better, act smarter, and use your time for your online course efficiently. This way, you will even gain additional free time that you can use for recreation, family, friends, hobbies, or your personal development.

	 

	Sounds good, right? There’s just one small catch: You’ll have to work for it. If you only read this book and then sit back and do nothing, not much will happen. Nothing at all, to be precise. We don’t want you to read our advice, nod understandingly, and then carry on as you did before. We want you to tackle your online studies and make positive changes. The tips in this book will only work if you actually do something with them. You have to get practical and put what you’ve read into action. Enough time to study, a productive way of working, and a healthy work-life balance don’t come for free – you have to work for them. But we’ve made it as easy as possible for you to get there.

	 

	With that in mind, we have organized the tools for studying online thematically and structured them in such a way that they can have the greatest positive impact on you when used together. These seven chapters await you:

	
	• Your purpose

	• Your plan

	• Your day

	• Your focus

	• Your productivity

	• Your jump start

	• Your motivation



	 

	We have structured the methods according to a consistent pattern so that you can reach your goal even faster. Each self-management technique is summarized on four pages and divided into the following sections:

	 

	Instruction

	
	• Action plans and step-by-step explanations on how you can implement the relevant technique immediately.



	 

	Example

	
	• Relevant everyday examples that show you how the concepts work in practice.



	 

	Task

	
	• Specific tasks for you to try out and apply the new methods right away.



	 

	At the end of the book, in the “Troubleshooting” chapter, we’ve compiled additional methods and first-aid recommendations for you – just in case things get particularly stressful and don’t go according to plan. Even during those phases, there’s something you can do for your online studies – if you know how to. Finally, you’ll find literature references and reading suggestions to help you dive deeper into the topics covered in this book.

	 

	We’ve kept things short and sweet – no long-winded explanations or cluttered sections. That way, you can jump right in and use this book effectively. The methods follow a logical order, but you’re free to explore them however you like. Whether you go step by step or pick what you need, both ways work.

	 

	We’ve also put together some interactive worksheets packed with bonus content to make working with this book even easier for you. You’ll find extra info, helpful materials, and lots more – all bundled into a workbook we’re giving you for free. On the last page of the book, there’s a link that takes you straight to Tim’s website, where you can sign up for the mailing list at no cost. Our tip: grab those bonus goodies now so reading and working through the book feels smooth and effortless. With all of that, nothing should stand in the way of your success.

	 

	Yes, studying online is a big challenge. But with the right approach you’ll master your continuing education. In this book you will find everything you need to do just that. With us by your side, you can do it. 

	 

	Let’s get going!
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Introduction

	 

	Studying online is not something you can easily do on the side. It is a time-consuming and energy-intensive task that will take up a lot of space in your life. At times, you will even have to make your studies your number one priority if you want to be successful. However, many students are not aware of this. They know that they have to do something to get their degree, but they don’t realize the extent of what that entails. Investing a few evenings is insufficient to understand all the material; reading ten pages every other Saturday is simply not enough if you don’t want to fall behind. Ideally, you should set aside a certain amount of time each day for your continuing education and concentrate as intensively as possible on your online studies during that time. Your learning sessions must have a fixed, non-negotiable place in your life. But this is exactly where most people fail.

	 

	Why? Not because they are too lazy or cannot find enough time. Admittedly, these may be valid reasons, but the real cause of failure lies deeper – usually within. It is their “purpose.” Their goals are not clear to them. The reason why they decided to pursue online studies is not present enough in their everyday lives. And that is precisely why they neglect their studies, put off their to-do lists, and only sit down at their desks to study shortly before the deadline or exam date. Since they lack the motivation to study continuously, they resort to brutal cramming sessions in order to get everything done in the end. But this cannot work in the long run. You may pass a few exams, but the content will not stick in your memory, you will never reach your full potential, and the risk of failing in the end is far too great.

	 

	If you are really serious about your online studies, you need to approach it professionally and with determination. And to do that, you first need to be clear about why you are doing what you are doing. Once you have a crystal-clear “why” in mind when you think about your online studies, it will be much easier for you to take action. You will no longer perceive your continuing education as a burden, but as part of your life that is worth fighting for. We lay the foundation for that in this chapter.

	 

	To do this, we take a look into the future and develop a vision for your online studies and your future life. This overarching idea will spark tremendous motivation in you and give you lasting orientation. We then draw up a global picture and create a fixed place in your life for your studies. After that, we get specific and define goals that give you structure in your everyday life. Clear goals also sharpen your focus and bundle your energy. This is exactly what is important when studying. To maintain this order, we work with mental images so that you can always fall back on a motivating mindset.
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